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DEFINITIONS 
 Authorized Signatory – Person authorized to enter contracts on behalf of the company. DDS 

verifies this with a Corporate Resolution that is uploaded to Biznet. The Authorized 

Signatory is the only user under the company’s Biznet account that has permissions to 

access the electronic signature page. 

 Authorized User - General user authorized by the company to access the company’s Biznet 

account. All authorized users under the company’s account can modify company 

information, upload and download documents, and add or delete authorized users. In order 

to add an authorized user, that person must have an individual Biznet account registered to 

the email address you are attempting to add under the company’s Biznet account.  

 Electronic Signature Agreement – By signing this document, the provider and DDS agree to 

conduct all future contractual transactions electronically. The Electronic Signature 

Agreement is signed by the Authorized Signatory and does not need to be signed again 

unless there is a change of the Authorized Signatory or required by DDS.  

 Individual Biznet Account – Each user must register an account with Biznet in order to use 

the functions within the application and be added to the company’s Biznet account. The 

individual Biznet account must be registered using the email address that will be tied to the 

company’s Biznet account.  

 Internal Biznet Administrator – This is a user that the agency designates as the 

administrator of its company Biznet account. The Biznet administrator role receives no 

special or additional functions within the Biznet application nor is there any way to 

designate a user as an administrator within the Biznet application itself. The recommended 

role of the company’s Biznet administrator is to ensure that the users accessing the 

company’s Biznet account are using the account as intended and to add and delete users 

when needed. DDS does not oversee nor does it require that each agency choose a Biznet 

administrator but it is strongly recommended. 

 Notifications – The Biznet application sends notifications via email to all authorized users 

when:  

i. DDS uploads a document to your company’s Biznet account. 

ii. An authorized user under your company’s Biznet account uploads a document to 

Biznet. 

 Signature Code Number (SCN) – This is a unique number issued to and for the sole use of 

the Authorized Signatory. The SCN is sent to the Authorized Signatory by the agency’s 

assigned DDS Provider Specialist via email after the Electronic Signature Agreement is signed 

by the Authorized Signatory and DDS. This unique number is used to verify the identity of 

the Authorized Signatory when submitting an electronic signature.   
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INTRODUCTION 
The Electronic Signature Process for DDS contracts and amendments will be managed by DDS 
and hosted by Biznet. Each POS contract provider is required to have an active Biznet account 
registered under the company’s legal business name exactly as it was registered with the 
Connecticut Secretary of State. You can find the name of any business registered to the 
Connecticut Secretary of State by clicking this link CT C.O.N.C.O.R.D. and following the 
directions on the webpage.  

 
As this is a web application, any of the provider’s authorized users have the ability to log in to 
their company’s Biznet account anywhere an internet connection is available. The Biznet login 
page can be found by clicking this link BIZNET LOGIN that will be referenced throughout this 
guide. 

 

Please note that DDS cannot access the provider’s company or individual authorized 
user accounts of the Biznet application under any circumstances, nor is DDS able to 
upload or download documents to Biznet on behalf of the provider. The users 
authorized by the company to access the company’s Biznet account are at the sole 
discretion and responsibility of the provider. DDS cannot monitor the activities of nor 
is responsible for the actions of any users authorized by the provider to access the 
provider’s Biznet company account(s). If a provider suspects unauthorized use or 
misuse of the company’s Biznet account, the provider should immediately notify their 
assigned DDS Provider Specialist via email. 
 
For technical assistance, please email David David at David.David@ct.gov.  

  
Blue font hyperlinks to reference material are provided throughout this guide when applicable. 

 
 

CREATING A BIZNET USER ACCOUNT 
 

1. In order to be added as an authorized user of the company’s Biznet account or to create a 
Biznet account for the company as a new POS contract provider, an individual Biznet user 
account must be created.  

2. It is strongly recommended that the email address that users activate their individual Biznet 
accounts with is a company email address and not a personal email address.  

3. The user will create an individual Biznet account for him/herself by following this link BIZNET 
LOGIN and click “Create New Account”. An authorized user cannot be added nor can a 
Biznet company account be created for the company unless the individual authorized user 
being added to the company account or creating the company account has an individual, 
active Biznet account. Detailed instructions to create a Biznet account can be found here 
CREATING A BIZNET ACCOUNT . Follow steps 3-6. 

http://www.concord-sots.ct.gov/CONCORD/online?sn=PublicInquiry&eid=9740
https://www.biznet.ct.gov/AccountMaint/Login.aspx
mailto:David.David@ct.gov
https://www.biznet.ct.gov/AccountMaint/Login.aspx
https://www.biznet.ct.gov/AccountMaint/Login.aspx
http://www.ct.gov/dds/lib/dds/operations_center/biznet/biznet_document_upload_instructions.pdf
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4. After activating the individual user account by clicking the link in the verification email, the 
user can either be added as an authorized user under the company’s Biznet account or a 
business account can be created on behalf of the company by that user.  

CHOOSING AN INTERNAL BIZNET ADMINISTRATOR 
 It is strongly recommended, but not required, that each provider choose an internal Biznet 

administrator who will control users’ access to the company’s Biznet account. 

 The Biznet administrator role receives no special or additional functions within the Biznet 
application nor is there any way to designate a user as an administrator within the Biznet 
application itself.  

 The recommended role of the company’s Biznet administrator is to ensure that the users 
accessing the company’s Biznet account are using the account as intended and to add and 
delete users when needed. DDS does not oversee nor does it require that each agency 
choose a Biznet administrator but it is strongly recommended.  

 
 

CREATING A COMPANY ACCOUNT 
 

THIS STEP APPLIES TO NEW POS PROVIDERS OR CURRENT POS PROVIDERS THAT DO NOT HAVE A 
COMPANY BIZNET ACCOUNT 

*Providers that have a Biznet account registered under the company’s legal business name can skip 
this step. Go to ADDING COMPANY ACCOUNTS (Authorized Users) 
 

 
1. The authorized user will log in to his/her individual Biznet account at BIZNET LOGIN  

 
2. Once logged in, click DOING BUSINESS WITH THE STATE

  
 

https://www.biznet.ct.gov/AccountMaint/Login.aspx
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3. Click COMPANY INFORMATION 

  
4. Enter Your Company Information in the text boxes. Below are required fields: 

 Legal Business Name - It is important that the LEGAL BUSINESS NAME is entered.  

 FEIN or SSN. 

 Business structure. 

 All providers must be registered with the Secretary of State. 

 Incorporating state. 

 The company’s web address. 

 Click “Yes” to confirm that the company is licensed with DDS.  

  
 

 Click SAVE AND CONTINUE. 
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5. You will then be taken to a page titled Uniform Licensing. 

 Check the boxes that apply. At minimum, you must check Department of Developmental 
Services 

 Once the applicable boxes are checked, click the Save and Continue button. 

 
 

 
6. Read the message and click I HAVE READ THIS MESSAGE. 

  
 
 

7. Click COMPANY ADDRESS in the menu on the left of the screen. 

 Enter the address of the company in the applicable text boxes. 

 
 Click SAVE AND CONTINUE. 
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8. Click INDUSTRY in the menu on the left of the screen. 

 Choose the applicable industry type. 

 Click SAVE AND CONTINUE. 
 

9. Click INSURANCE in the menu on the left of the screen. You will need to upload a valid 
Insurance Certificate in this step. This is the same Liability Insurance Certificate that is 
uploaded to Myers and Stauffer when uploading the Annual Report.  

 Click ADD ANOTHER CONVERAGE. 

 Enter the required information as listed below. 

 
i. Choose Insurance Type from the dropdown. 

ii. Enter the start and expiration date from the Insurance Certificate.  
iii. Click BROWSE. Choose the Insurance Certificate document from your files. 
iv. Click UPLOAD. 
v. Click SAVE. 

 
10.  Your company account is now active. 

 
11. Go to ADDING COMPANY ACCOUNTS (Authorized Users) 

 
 

ADDING COMPANY ACCOUNTS (Authorized Users) 
This step shows the user how to add authorized users to your company’s Biznet profile. It is 
recommended that the internal Biznet administrator handle these functions, but it is not 
required. Any authorized user added to the company’s Biznet account has the ability to add 
and delete users. Due to this, it is strongly recommended that the Biznet administrator ensure 
that users no longer working for the company are removed at the time of separation.  

1. Click Company Accounts from the menu on the left of the page.  
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2. In the text box to the left of the ADD ACCOUNT button, enter the email address of the 

authorized user you are adding. The email address must match the email address the 
person used to establish their individual Biznet user account. It must match exactly or 
you will not be able to add the person as an authorized user.  

3. In the sample below, I am adding Sharon as an authorized user to my company’s Biznet 
account.  

 
 

4. Click Add Account. If the email address is associated with an active Biznet account you 
will see the email address moved to the Active Account box. 

 
 
 

5. If the person (in the example below, bill.jones@sample) does not have an active Biznet 
account you will see a message informing you that the user name is not a valid email 
address. Either the person has not activated an individual Biznet user account or the 
email address you are entering is not correct.  



STATE OF CONNECTICUT 
DEPARTMENT OF DEVELOPMENTAL SERVICES 

 Electronic Contract and Amendment User’s Guide for Providers 

Page 9 of 27 
Version 1 

 
6. After you have added all authorized users to the Company Account, you will need to add 

each user’s contact information.  
 

7. Go to ADDING USER CONTACT INFORMATION 
 

ADDING USER CONTACT INFORMATION 
Contact information must be added for each authorized user. It is recommended that the 
internal Biznet administrator handle this function, but it is not required. Each authorized user 
has the ability to enter and modify his/her contact information. 

1. Click Company Contacts in the menu on the left of the page. 
2. Click Add New Contact. 
3. Enter the contact information in the text boxes as seen below. The following are 

required fields: 
i. Name 

ii. Address 
iii. City 
iv. State 
v. Zip Code 

vi. Phone 
vii. Email Address 
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4. Choose contact type from the dropdown. 

A. General users should be listed as “Company-Vendor/Contractor” 
 

B. The Authorized Signatory must be listed as “Authorized Signatory” 
i. The authorized signatory must be added to the company’s Biznet 

account. 
ii. The authorized signatory is the only user that has access to the 

electronic signature page.  
iii. The authorized signatory is verified by DDS using the Corporate 

Resolution. The Corporate Resolution needs to be uploaded when the 
following applies: 

 New POS contract 

 POS Contract Renewals 

 Change of Authorized Signatory 

 Corporate Resolution not on file at DDS 

 As requested by DDS 
iv. The Corporate Resolution does not need to be uploaded to Biznet when 

processing amendments to the contract so long as the Corporate 
Resolution previously uploaded to Biznet is valid. 

v. DDS cannot upload any of the agency’s contract or amendment 
documents until an Authorized Signatory is added to the company’s 
Biznet account. 

vi. If there is more than one Authorized Signatory, each person must be 
added separately.  

vii. The Biznet administrator or authorized user uploads a copy of the 
Corporate Resolution.  

viii. Once the Corporate Resolution is uploaded to the company’s Biznet 
account, DDS will upload the Electronic Signature Agreement to the 
company’s Biznet Account.  

ix. The Electronic Signature Agreement does not require “wet signatures”. 
There are text boxes allowing the Authorized Signatory to sign 
electronically. 

x. The Authorized Signatory will download the Electronic Signature 
Agreement and complete  the following fields: 
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 Signature (Electronic Signature) 

 Authorized Signatory’s Name 

 Date 

 Authorized Signatory’s Email Address 
xi. The Authorized Signatory uploads the completed Electronic Signature 

Agreement to the company’s Biznet account. Go to section UPLOADING 
DOCUMENTS TO BIZNET 

xii. DDS reviews the Electronic Signature Agreement to ensure the following 
qualifications are met: 

 The name of the Authorized Signatory on the Corporate Resolution 
matches the name on the Electronic Signature Agreement. 

 The name of the Authorizes Signatory listed on the Electronic Signature 
Agreement matches the name of the Authorizes Signatory on the 
company’s Biznet account. 

 The email address of the Authorized Signatory entered on the Electronic 
Signature Agreement matches the email address of the Authorized 
Signatory entered in the Contact Information of the company’s Biznet 
account.  

xiii. If all qualifications are met, DDS signs the Electronic Signature 
Agreement. 

xiv. If the qualifications are not met, your DDS Provider Specialist will 
contact you via email. 

xv. After DDS signs the Electronic Signature Agreement, DDS uploads it to 
the provider’s Biznet company account. Once DDS uploads the 
Electronic Signature Agreement all authorized users under the 
company’s Biznet account will receive a notification from Biznet that 
DDS uploaded a new document.  

xvi. Once the Electronic Signature Agreement is signed by DDS and 
uploaded to the company’s Biznet account, the agency’s assigned DDS 
Provider Specialist will send a Signature Code Number (SCN) to the 
Authorized Signatory via the email the Authorized Signatory entered on 
the Electronic Signature Agreement. The SCN is for the sole use of the 
Authorized Signatory and is used by the Authorized Signatory as a 
verification of identity when submitting an electronic signature.  

 
5. Click ADD 

 
6. The contact type will be shown in black text below the dropdown box. 
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7. If you are done adding contact information, click Save and Continue. 
8. To add contact information for additional users, click Add Another Contact. 
9. When you have entered all contact information and click Save and Continue, you will be 

taken to the Company Contacts page. There you will see the names of the contacts you 
have added.  

10. To view the contact information for a user, click the binoculars to the left of the 
person’s name.  

11. To delete the user’s contact information click the trashcan.  
i. Note that any authorized user has permission to delete and add contacts under 

the company’s Biznet account.  

 
12. This step is now complete. You are ready to upload and download documents when 

required.  
 

PROCESSING CONTRACT DOCUMENTS FOR ELECTRONIC SIGNATURE  
 
1. This process is used for new POS contracts and POS contract renewals. 
2. The Biznet application will notify all authorized users under the company’s Biznet account 

via email that DDS uploaded contract/amendment documents. The notification will include 
who uploaded the document, the document file name, and the time and date the 
document was uploaded. 
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Any authorized user of the company’s Biznet account has the ability to download the 
contract documents that DDS uploaded to the company’s Biznet account. It is the 
provider’s responsibility to decide which user(s) should download these documents.  

 
i. Note that all contract documents uploaded by DDS must be downloaded in order 

for the Authorized Signatory to access the Electronic Signature Page.  
ii. Once the documents are downloaded, the user that initially downloaded the 

documents is listed in the description column with the time and date he/she 
downloaded the documents.  

iii. By downloading contract documents and moving forward in the electronic 
signature process, the provider is confirming that the Authorized Signatory has 
read and agrees to the contract documents uploaded by DDS. If the Authorized 
Signatory does not agree to the contract documents that were uploaded by DDS, 
the Authorized Signatory or an agent thereof must contact the provider’s assigned 
DDS Provider Specialist via email.  

 
3. Download all documents listed on the notification email.  

 
a. Click the BINOCULARS of the company you need to download documents for. 

 

 
 
b. Click, CLICK HERE TO UPLOAD DOCUMENTS. 
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c. Click DDS CONTRACT DOCUMENTS 
 

 
 
d. Select the DDS contract from the SELECT CONTRACT DROPDOWN that you need to 

download documents for. If you have contracts with other State of CT. agencies, you can 
view those contract documents by selecting the applicable contract number.  
 

 
 
e. After choosing the DDS contract, you will see two sections on the page.   

i. REQUIRED COMPANY DOCUMENTS – These are general POS/PSA documents that 
all companies doing business with the State of CT must upload. Documents such as 
the Non-Discrimination Certificate and the CHRO form.  

ii. PROVIDER CONTRACT DOCUMENTS – These are POS contract documents specific 
to the POS contract with DDS. This section is where providers will download DDS 
contract/amendment documents unique to the provider. 

 
 

f. The file that I was instructed to download was named AMENDMENT 1 BUDGET 
SUMMARY. The unique provider DDS contract/amendment documents are always located 
in the PROVIDER CONTRACT DOCUMENTS section. 
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g. Click the file name in the Document Download column. 
 

h. Choose to either open or save the file. 
 

 
 
4. The document has now been downloaded and can be reviewed. The document can be 

downloaded as many times as needed by any of the authorized users.  
 

5. Once all amendment documents have been downloaded by the provider, the Authorized 
Signatory will log in to Biznet. 

 
6. The Authorized Signatory will follow the directions in SUBMITTING AN ELECTRONIC 

SIGNATURE. 
 

7. All technical questions should be communicated to David David via email at 
David.David@ct.gov. Please do not contact DAS.  

UPLOADING DOCUMENTS TO BIZNET 
 

 
8. Uploading Documents from Biznet - When processing a new POS contract or a POS contract 

renewal there are contract related documents that need to be uploaded to your company’s 
Biznet account. If these documents are not uploaded, the Authorized Signatory will be 
restricted from viewing the Electronic Signature Page by the Biznet application. Below is a 
general list of the documents that must be uploaded before the Authorized Signatory can 
access to the Electronic Signature Page. This list may vary depending state statutes and 
DDS requirements. There are certain requirements of when some of these forms are signed 
in relation to when the contract is signed. Additional directions will be sent to providers at 
the time of initial POS contract or POS contract renewal.  

i. Affirmation of Receipt of State Ethics Law Summary 
ii. Gift and Campaign Contribution Certification 

iii. Consulting Agreement Affidavit 

mailto:David.David@ct.gov
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iv. Non-Discrimination Certificate (Varies depending on the contract amount and 
company type) See more information regarding OPM Non-Discrimination 
Certificate requirements at OPM NON-DISCRIMINATION  

v. Commission On Human Rights and Opportunities (CHRO) 
Workplace Analysis Affirmative Action Report Employee Information Form. This 
form is not uploaded. To complete the form, you click, OPEN FORM, and enter the 
data in the Biznet application.  

vi. Corporate Resolution 
vii. Operational Plan 

viii. Staffing Schedules 
 

a. Click the BINOCULARS of the company you need to download documents for. 
 

 
 
 
b. Click, CLICK HERE TO UPLOAD DOCUMENTS. 

 

 
 

 
c. Click DDS CONTRACT DOCUMENTS 

 

http://www.ct.gov/opm/cwp/view.asp?a=2982&q=390928
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d. Select the DDS contract from the SELECT CONTRACT DROPDOWN that you need to upload 

documents for. If you have contracts with other State of CT. agencies, you can view those 
contract documents by selecting the applicable contract number.  
 

 
 
e. There are two sections where you can upload documents: After choosing the DDS contract, 

you will see two sections on the page.   
iii. REQUIRED COMPANY DOCUMENTS – These are general POS/PSA documents that 

all companies doing business with the State of CT must upload. Documents such as 
the Non-Discrimination Certificate and the CHRO form.  

iv. PROVIDER CONTRACT DOCUMENTS – These are POS contract documents specific 
to the POS contract with DDS. This section is where a provider signing a new 
contract or a provider renewing a contract will upload the Corporate Resolution, 
Operational Plan, and Staffing Schedules.  

 
f. In both sections, file categories that can be uploaded have a blue UPLOAD icon in the 

UPLOAD COLUMN.  
 



STATE OF CONNECTICUT 
DEPARTMENT OF DEVELOPMENTAL SERVICES 

 Electronic Contract and Amendment User’s Guide for Providers 

Page 18 of 27 
Version 1 

 
 
g. Click UPLOAD link in the document category you need to upload. For example, I am 

uploading a staffing schedule under the PROVIDER CONTRACT DOCUMENTS section so I 
will click the upload button to the left of Staffing Schedules in the Description Column. 

 

 
 
h. On the Company Doc Upload Page, click BROWSE and choose the file that you need to 

upload. 
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i. Once you choose the file you would like to upload, make sure the correct file name is listed 
to the right of BROWSE FILE. 
 

j. Click UPLOAD. 
 
k. The file is now available for DDS or any authorized user under the company’s Biznet 

account to download by clicking the file name in the Document Download Column. 
 

 
 
l. You can view who uploaded the file, the date, and the time in the Upload Info Column. 

 
 

9. Once all contract documents have been downloaded and uploaded by the provider, the 
Authorized Signatory will log in to Biznet. 

 
10. The Authorized Signatory will follow the directions in SUBMITTING AN ELECTRONIC 

SIGNATURE. 
 
 
11. All technical questions should be communicated to David David via email at 

David.David@ct.gov. Please do not contact DAS.  
 
12. All contract related questions should be communicated to your assigned DDS Provider 

Specialist. A link to the assignment sheet can be found here RM PROVIDER ASSIGNMENTS . 
 

 
 

PROCESSING AMENDMENT DOCUMENTS FOR ELECTRONIC SIGNATURE 
 
1. The Biznet application will notify all authorized users under the company’s Biznet account 

via email that DDS uploaded contract/amendment documents. The notification will include 

mailto:David.David@ct.gov
http://www.ct.gov/dds/lib/dds/provider/resource_management_provider_assignments_with_pins.xls
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who uploaded the document, the document file name, and the time and date the 
document was uploaded. 
 
Any authorized user of the company’s Biznet account has the ability to download the 
contract documents that DDS uploaded to the company’s Biznet account. It is the 
provider’s responsibility to decide which user(s) should download these documents 

i. Note that all contract/amendment documents uploaded by DDS must be 
downloaded in order for the Authorized Signatory to access the Electronic 
Signature Page.  

ii. Once the documents are downloaded, the user that initially downloaded the 
documents is listed in the description column with the time and date he/she 
downloaded the documents.  

iii. By downloading contract/amendment documents and moving forward in the 
electronic signature process, the provider is confirming that the Authorized 
Signatory has read and agrees to the contract/amendment documents uploaded by 
DDS. If the Authorized Signatory does not agree to the contract/amendment 
documents that were uploaded by DDS, the Authorized Signatory or an agent 
thereof must contact the provider’s assigned DDS Provider Specialist via email.  

 
2. An authorized user will ensure that the Non-Discrimination Certificate is valid. The Non-

Discrimination Certificate must be signed and uploaded to the company’s Biznet account 
annually. If the Non-Discrimination Certificate was signed more than one year prior to the 
start date of the amemdment, a valid Non-Discrimination Certificate must be uploaded or 
the amendment will not be able to be processed for execution.  

DOWNLOADING DOCUMENTS FROM BIZNET 

3. Download all documents listed on the notification email. The documents can be 
downloaded by clicking the file name in the Document Download column.  

 
4. Click the BINOCULARS of the company you need to download documents for. 

 

 
 
5. Click, CLICK HERE TO UPLOAD DOCUMENTS. 
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6. Click DDS CONTRACT DOCUMENTS 
 

 
 
7. Select the DDS contract from the SELECT CONTRACT DROPDOWN that you need to 

download documents for. If you have contracts with other State of CT. agencies, you can 
view those contract documents by selecting the applicable contract number.  
 

 
 
8. After choosing the DDS contract, you will see two sections on the page.   

v. REQUIRED COMPANY DOCUMENTS – These are general POS/PSA documents that 
all companies doing business with the State of CT must upload. Documents such as 
the Non-Discrimination Certificate and the CHRO form.  
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vi. PROVIDER CONTRACT DOCUMENTS – These are POS contract documents specific 
to the POS contract with DDS. This section is where providers will download DDS 
contract/amendment documents unique to the provider. 

 
 

9. The file that I was instructed to download was named AMENDMENT 1 BUDGET 
SUMMARY. The unique provider DDS contract/amendment documents are always located 
in the PROVIDER CONTRACT DOCUMENTS section. 
 

 
 

10. Click the file name in the Document Download column. 
 

11. Choose to either open or save the file. 
 

 
 
12. The document has now been downloaded and can be reviewed. The document can be 

downloaded as many times as needed by any of the authorized users.  
 

 
13. Once all amendment documents have been downloaded by the provider, the Authorized 

Signatory will log in to Biznet. 
 
14. The Authorized Signatory will follow the directions in SUBMITTING AN ELECTRONIC 

SIGNATURE. 
 
 
15. All technical questions should be communicated to David David via email at 

David.David@ct.gov. Please do not contact DAS.  
 
16. All contract related questions should be communicated to your assigned DDS Provider 

Specialist. A link to the assignment sheet can be found here RM PROVIDER ASSIGNMENTS . 
 

mailto:David.David@ct.gov
http://www.ct.gov/dds/lib/dds/provider/resource_management_provider_assignments_with_pins.xls
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SUBMITTING AN ELECTRONIC SIGNATURE 
The only user that has access to the electronic signature page is the Authorized Signatory. 
1. After the contract/amendment documents have been reviewed and agreed upon by the 

agency, the Authorized Signatory logs in to the company’s Biznet account by clicking this 
link BIZNET LOGIN. The login used must match the email address entered by the Authorized 
Signatory on the current Electronic Signature Agreement.  
 

2. Click DOING BUSINESS WITH THE STATE 
 

 
 

 
3. Click COMPANY INFORMATION 

 

 
 
 
4. Click the BINOCULARS of the company you need to download documents for. 

 

 

https://www.biznet.ct.gov/AccountMaint/Login.aspx
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5. Click, CLICK HERE TO UPLOAD DOCUMENTS. 

 

 
 

 
6. Click DDS CONTRACT DOCUMENTS 

 

 
 
7. Select the DDS contract from the SELECT CONTRACT DROPDOWN that you will be 

submitting an electronic signature for.  
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8.  Click CONTRACT DOCUMENTS COMPLETED, GO TO E-SIGNATURE 

 
 
9. You will be taken to the Electronic Signature Page. It is important to read the entire 

Electronic Signature Page. If you have questions, contact your assigned Provider Specialist. 
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10. Verify Corporate Resolution uploaded to Biznet naming the Authorized Signatory is correct. 
If yes, click YES. If no, click NO. 

i. Note that you will not be able to click the YES or NO buttons unless all required 
documents are uploaded and/or downloaded. A message will be displayed at the 
bottom of the page in red font with instructions.  

 
ii. If you need assistance, please contact your assigned DDS Provider Specialist. RM 

PROVIDER ASSIGNMENTS 
iii. For Biznet technical issues, please email David.David@ct.gov  

 
11. After clicking YES, verifying that the Corporate Resolution is correct, read the text under 

the title, ELECTRONIC SIGNATURE OF PERSON AUTHORIZED TO SIGN CONTRACTS ON 
BEHALF OF THE CONTRACTOR.  
 

12. If you agree with the text under ELECTRONIC SIGNATURE OF PERSON AUTHORIZED TO 
SIGN CONTRACTS ON BEHALF OF THE CONTRACTOR, click the box to the left of I AGREE.  

 
13. Enter the Signature Code Number that was emailed to you by your DDS Provider Specialist. 

 
14. Click, SUBMIT ELECTRONIC SIGNATURE. 

 
15. Congratulations, you have successfully submitted your electronic signature for the contract 

or amendment! 
 
16. All authorized users of the company’s Biznet account will receive notification that the 

contract or amendment was electronically signed successfully.  
 
17. DDS will now review the contract or amendment. 

 
18. DDS reviews and signs the contract or amendment. 

 
19. All authorized users of the company’s Biznet account will receive a notification the DDS has 

uploaded new documents. 
 

http://www.ct.gov/dds/lib/dds/provider/resource_management_provider_assignments_with_pins.xls
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20. After DDS signs the contract/amendment, the contract/amendment documents and the 
signature sheet will be available for download at any time by any authorized user of the 
company’s Biznet account. 

 
21. If you have any questions regarding the contract/amendment documents or the signature 

sheet, please contact your assigned DDS Provider Specialist. RM PROVIDER ASSIGNMENTS 
 
22. For Biznet technical issues, please email David.David@ct.gov 

 
 

HELPFUL LINKS  
 

 Biznet Login:     BIZNET LOGIN 

 DDS RM Provider Assignments:   RM PROVIDER ASSIGNMENTS 

 DDS Provider Gateway:    PROVIDER GATEWAY 

 DDS Contracts Page:    CONTRACTS PAGE 

 DDS Financial Reporting Page:   FINANCIAL REPORTING   

 DDS Communication Page:   DDS MEMOS TO PROVIDERS 

 Biznet Technical Assistance:  DAVID DAVID 

 OPM Non-discrimination Certificate:  NON-DISCRIMINATION CERTIFICATE 
 

TECHNICAL ASSISTANCE 
 

 For technical assistance please email David.David@ct.gov. When emailing David, please include 
a brief description of the issue. All requests for technical assistance will be answered as soon as 
possible. 

 If you suspect any malicious activity in your company’s Biznet account, please email your 
assigned DDS Provider Specialist immediately. You can find your assigned DDS Provider 
Specialist by clicking this link RM PROVIDER ASSIGNMENTS.  

 For assistance with contract and amendment documents, please contact your assigned DDS 
Provider Specialist. You can find your assigned DDS Provider Specialist by clicking this link RM 
PROVIDER ASSIGNMENTS.  
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